FILL THE BLANKS WITH ONE OF THE FOLLOWING WORDS: shortcuts, worksheet, toggle, corner, downward, option, across, cursor, hold down, area, keyboard, address, arrow, drop-down, bottom

 On the Title bar, Microsoft Excel displays the name of the workbook you are currently using. 

The Menu bar is directly below the Title bar. You use a menu to give instructions to the software. Point with your mouse to a menu ………..and click the left mouse button. A drop-down menu opens. You can now use the left and right arrow keys on your ……….. to move left and right across the Menu bar. You can use the up and down arrow keys to move up and down the ………..menu. To choose an option, highlight the item on the drop-down menu and press Enter. An ellipse after a menu item signifies additional options; if you choose that option, a dialog box opens.

Toolbars provide ………..to menu commands. Toolbars are generally located just below the Menu bar.

Microsoft Excel consists of worksheets. Each worksheet contains columns and rows. The columns are lettered A to IV; the rows are numbered 1 to 65536. The combination of a column coordinate and a row coordinate make up a cell……….. For example, the cell located in the upper left corner of the worksheet is cell A1, meaning column A, row 1. Cell E10 is located under column E on row 10. You enter your data into the cells on the ………...

If the Formula bar is turned on, the cell address displays in the Name box on the left side of the Formula bar. Cell entries display on the right side of the Formula bar.

If the Status bar is turned on, it appears at the very ………..of the screen.

Notice the word "Ready" on the Status bar at the lower left side of the screen. The word "Ready" tells you that Excel is in the Ready mode and awaiting your next command. Other indicators appear on the Status bar in the lower right ………..of the screen. Here are some examples:

The Num Lock key is a toggle key. Pressing it turns the numeric keypad on and off. You can use the numeric keypad to enter numbers as if you were using a calculator.

The Caps Lock key is also a ………..key. Pressing it turns the caps function on and off.

Other functions that appear on the Status bar are Scroll Lock and End. Scroll Lock and End are also toggle keys.

You can use the down arrow key to move ………..one cell at a time.

You can use the Up Arrow key to move upward one cell at a time.

You can use the Tab key to move ………..the page to the right, one cell at a time.

You can ………..the Shift key and then press the Tab key to move to the left, one cell at a time.

You can use the right and left ………..keys to move right or left one cell at a time

The Page Up and Page Down keys move the cursor up and down one page at a time.

The End key, used in conjunction with the arrow keys, causes the ………..to move to the far end of the spreadsheet in the direction of the arrow.

The Home key, used in conjunction with the End key, moves you to cell A1 -- or to the beginning of the data ………..if you have entered data.

